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FOREWORD

The occupational analysis project was conducted by The Instructional Materials Laboratory,
Trade and Industrial Education, The Ohio State University in conjunction with the State
Department of Education, Division of Vocational Education pursuant to a grant from the U.S.
Office of Education.

.1

The Occupational Analysis, project was proposed and conducted to train vocational educators
in the techniques of making a comprehensive occupational analysis. Instructors were selected
from Agriculture, Business, Distributiye, Home Economics, and Trade and Industrial Education
to gain experience,in developing analysis documents for sixty-one different occupations. Repre-
sentatives from Business/ Industry, Medicine, and Education were involved with the vocational

; instructors in conducting the analysis process.

The project was conducted in three phases; Phase one involved the planning and development
of the project strategies. The analysis process was based on sound principles of learning and
behavior. Phase two was the identification, selection and orientation of all participants. The
training and workshop sessions constituted the third phase. Two-week workshops were ,held
during which teams of vocational instructors conducted an analysis of-the occupatigns in which
they had employment experience. The instructors were assisted by both occupational consult-
ants and subject matter specialists.

The project resulted in producing one hundred two trained vocational instructors capable of
condulting and assisting in a comprehensive analysis of various occupations. Occupational anal-
ysis data were gerierated for sixty-one occupations. The analysis inlcuded a statement of the
various tasks performed in each occupation. For each task the following items were identified:
tools and equipment; procedural knowledge; safety knowledge; concepts and skills of mathema-
tics, science and communication needed for successful 4rformance in the occupation. The
analysis data provided a basis for generating instructional materials, course outlines, student
performance coctives, criterion measures, as well as identifying specific supporting skills and
knowledge in the academic subject areas.

s
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PREFACE

In describing petering in the following pages, the writers selected a few of the important
duties.' They are (1) managing a bdsiness, (2) booking a buffet, (3) purchasing,
(4) preparing food and beverage, (5) transporting a buffet, t6) setting up room for
buffet or buffet at catering site, (7rierving a buffet (partial service), (8) cleaning and
storing equipment and supplies after the buffet. In a student can be taught to do
these jobs well, he or she ,will be confident and qualified to perform successfully in the
field.

The following analysis is offered as a guide line to assist the instructor in cate ring.
With these guidelines to follow, and with each instructor's unique input, the student of
catering will be assured of excellent instruction in this special vocational field.
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JOB DESCRIPTION

4.

The caterer's basic,purpose is to supply what is needed for the planning and execution, of
functions of a given date, location and time, where food and beverage are of prime impor-
tance. The caterer also prepares the foods that are brought to the locat or are at the ,,

location at all times, keeping in mind the customer's wants and needs. 1

sr

.,

vi

4

g ig

./--
.....:::.----------

xi

------------

N.

4



A
.,

_...........--
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Duty A

,

Managing A Business
,

1 Book the buffet
2 Write the contract
3 Collect and control monies ..,,,....

4 Determine set-up and peocedure of buffet room -----

5 Assign tasks to other personnel
6 Requisition for equipment
7 Confirm supplies and. personnel for buffet
.8 Set-up serving units'
9 Arrange room setting table and table decorations ..

10 Staow slides, pictures or actual samples of foono be served at buffet ..

.11 Hire personnel ...,,

12 Train personnel and schedule staff .
,.

13 Dismiss pe-rsonnel
14 Schedule food preparatiOn
15 Schedule dining room facility
16 Coordinate kitchen and dining room activities .,

17 Determine proper routing of kitchen and dining room operations-
(traffic flow)stations

18 Purchase food and supplies
19 foodCheck preparation, presentation of

"---
20 Solve emergencies
21 Make up systems and, charts
22 Supervise maintenance
23 Know and take inventory

,

*
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